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ii HESOLUTION AMENDING 'Yih 
. ,  , 

I~WLOYEE CLASSIFICATIOii PLAN 

HESOLVEU, by t h e  C i t y  Council of t h e  C i ty  01. Lodi, t h a t  t t a  
repiurt of Cooperative Persvnnel  Se rv ices ,  S t a t -  of' Cal i f 'orn ia  
Personnel  Board, e n t i t l e d  "City of Lodi, P o s i t i o n  C l a s s i f i c a t i o n  
Survey, December, 1956," adopted by t h e  C i ty  Council of t h e  C i t y  
of Lodi by passage of Reso lu t ion  No. 1990, be and t h e  same is 
hereby amended. as fol lows:  

1. The fu l lowing c l a s s i f i c a t i o u s  21% titireby abol ished:  

a. Engirieerlng Aide 
b. Line Farema& 

2 .  'I'm job s p c c i i ' i c a t i o n s  s'ur f ' u l l u w i i e  cli isslSlciLioiis  
a r e  heruby rev i sed  i n  accordance wi th  t h e  s p e c i f i c a t i o n s  
da ted  March 1963 a t t a c h e d  h e r e t o  and made ii p a r t  hereof:  

Y .  Erlgineering A s s i s t a n t  
b. Stenographer Clerk  I1 

3 .  TIM i 'ollowing c l a s s i f i c a t i o u s  arc liereby auubtei i  a i ~ u  tile 
job  s p e c i f i c a t i o n s  t h e r e f o r  da ted  March 1963 a r e  a t t a c h e d  
h e r e t o  and made a p a r t  hereof:  

a. 
b. 

E l e c t r i c  Mater Repairlu~i,-lrlsp~ciU1' 
Engineering Aide I 
Engineering Aide I1 
General Foraman, U t ~ i l t i ~ s  
Line Foreman, Heavy 
Line Foreman, L igh t  
Stendgrapher i l e r k  1 L i 

1963 

1 h < r ~ b y  ~ ~ r ~ i i ' y  L I ~ L L  i i ~ s d u i i u i i  i b .  CULL hus plssi;d 
a i d  adopted by tile Ci ty  Council  uf t h e  C i i y  01' L o d i  
i n  regular uieeting held March 6, 1963, by t h e  fo l low-  
ing vote :  



C i t y  of Lod i  March 1963 

ENGINEERIi~~G ASSISTANT --- - 
D E F I N I  TI ON : -- 

Vnder g e n e r a l  s u p e r v i s i o n ,  t o  p e r f o r m  s u b p r o f e s s i o n a l  
e n g i n e e r i n g  o f f i c e  and f i e l d  work,  i n v o l v i n g  d r a f t i n g ,  con- 
s t r u c t i o n  i n s p e c t i o n ,  t r a f f i c  s t u d i e s ,  e n g i n e e r i n g  e s t i m a t i o n s  
and some s u r v e y i n g ;  and t o  do  r e l a t e d  work as r e q u i r e d .  

D J S T I N GUJ S H I  NG C EAR AC TER I S T I C S : --- -- 

Employees i n  t h i s  c l a s s  n o r m a l l y  p e r f o r m  s u b p r o f e s s i o n a l  
E n g i n e e r i n g  work i n  t h e  o f f i c e  o r  i n  t h e  f i e l d ,  d o i n g  s k i l l e d  
d r a f t i n g  and making compi ex e n g i n e e r i n g  e s t i m a t e s ,  p r e p a r i n g  
d e t a i l t 6  s t u d i e s  of t r a f f i c  p rob lems ,  making f i e l d  i n s p e c t i o n s  
of new c o n s t r u c t i o n  work t o  d e t e r a i n e  conformance  t o  s p e c i f i -  
c a t i o n s ,  o r  a s s i s t i n g  a s u r v e y  crew on an emergency b a s i s .  
I ncumben t s  i n  t h i s  c l a s s  p e r f o r m  work of a d e g r e e  of s k i l l  and 
judgment w e l l  above  t h e  n e x t  l o w e r  c l a s s  o f  E n g i n e e r i n g  Aide 11. 

- TYPICAL DUTIES8 

I'Iakes t r a f f i c  s t u d i e s  f o r  i n s t a l l a t i o n  of t r a f f i c  s i g n a l s ,  
s t o p  s i g n s ,  s p e e d  l i m i t  s i g n s ,  c r o s s w a l k s  and o t h e r  t r a f f i c  
i n s t a l l a t i o n s ;  makes t r a f f i c  s t u d i e s  o f  h i g h  a c c i d e n t  a r e a s ;  
p r e p a r e s  p s r k i n g  l o t  and d r i v e w a y  d i a g r a m  and s u p e r v i s e s  l a y-  
o u t  and p a i n t i n g  of s a n e ;  u s e s  d r a f t i n g  i n s t r u m e n t s  and o t h e r  
e n g i n e e r i n g  a i d s  i n  t h e  o f f i c e  t o  p e r f o r m  t h e  compu t ing  and 
d r a f t i n g  o p e r a t i o n  i n v o l v e 6  i n  c h e c k i n g  and r e d u c i n g  f i e l d  and 
s u r v e y  n o t e s ;  c a l c u l a t e s  d i s t a n c e s ,  t i e s  , a n g l e s ,  a r e a s ,  
s t a t i o n s ,  t r a v e r s e s ,  e n c l o s u r e s ;  computes  g r a d e s  and p r o f i l e s ;  
lays o u t ,  d r a w s ,  i n k s ,  t r a c e s ,  checks  and k e e p s  maps up  t o  d a t e ;  
makes r o u g h  l a y  outs, t r a c i n g s ,  and t i t l e  s h e e t s  r e q u i r e d  f o r  
o f f i c e  c o n t r a c t  work; i n s p e c t s  e n g i n e e r i n g  c o n s t r u c t i o n  p r o j e c t s  
t o  i n s u r e  compl i ance  w i t h  app roved  s p e c i f i c a t i o n s ;  d o e s  compli-  
c a t e d  s u b p r o f  e s s ione :  e n g i n e e r i n g  s t u d i e s  f o r  e n g i n e e r i n g  p r o  j- 
e c t s  that i n v o l v e  c o n s i d e r a b l e  i n d e p e n d e n t  c o l l e c t i o n  and 
a n a l y s i s  of d a t a ;  a c t s  as s u r v e y  p a r t y  c h i e f  on an emergency 
b e s i s ;  p r o v j d e s  t h e  g e n e r a l  p u b l i c  With i n f o r m a t i o n  on a v a r i e t y  
of e n g i n e e r i n g  s u b j e c t s .  

3ESIRAZLE QUALIFI C A T 1  CNS : - -- 
Educa=and E x p e r i e n c e :  Z q u i v a l e n t  t o  g r a d u a t i o n  f r o m  h i g h  

s c h o o l  i n c l u d i n g  o r  suDD1Emented by s t a n d a r d  c o u r s e s  i n  a l g e b r a ,  - - _  - 
geomet ry ,  mechan ica l  d r a w i n g ,  and two y e a r s  of s u b p r o f e s s i o n a l  
e n g i n e e r i n g  e x p e r i e n c e  a t  a l e v e i  e q u i v a l e n t  t o  E n g i n e e r i n g  
A i d e  I1 i n  t h e  C i t y  of Lod i .  ( C o l l e g e  e d u c a t i o n  w i t h  s p e c i a l i -  
z a t i o n  i n  e n g i n e e r i n g ,  i n c l u d i n g  c o u r s e s  i n  ma thema t i c s ,  
e n g i n e e r i n g  d r a w i n g ,  and s u r v e y i n g  m a y  be s u b s t i t u t e d  f o r  t h e  
r e q u i r e d  e x p e r i e n c e  on a y e a r - f o r - y e a r  b a s i s . )  



rNGIlTEERING ASSISTAXT -- 2 

Know1 e d e e s  and A b i l i t i e s :  Thorough knowledge o f  h l g e b r a ,  
g e o m z r y  and t r i g o n o m e t r y ,  w i t h  a p p l i c a t i o n s  t o  e n g i n e e r i n g ;  
Wide knowledge of s u r v e y  and d r a f t i n g  p r o c e d u r e  and equipment ;  
Working knowledge of  t r a f f i c  s u r v e y  methods and p r o c e d u r e s ;  
A b i l i t y  t o  p r e p a r e  maps, d r a w i n g s ,  and l a y  c u t s  f r o m  n o t e s  and 
s k e t c h e s ;  
A h i  1 i t y  t o  nak e a c  c u r  a t  e en g i n  e e r i n g  c o mpu t a t i  on3 ; 
A b i l i t y  to i n s p e c t  s t r e e t  and s t r u c t u r a l  c o n s t r u c t i o n  p r o j e c t s ,  
t o  Ge te rmine  c o m p l i a n c e  w i t h  approved  s p e c i f i c a t i o n s  and plans;  
A b i l i t y  t o  i n t e r p r e t  laws,  r u l e s  and r e g u l a t i o n s ;  
A b i l i t y  t o  f o l l o w  o r a l  and  w r i t t e n  d i r e c t i o n s ;  
A b i l i t y  t o  p r e p a r e  c l e a r  a n d  a c c u r a t e  n o t e s  and r e p o r t s ;  
A b i l i t y  t o  e s t a b l i s h  and m a i n t a i n  c o o p e r a t i v e  work ing  r e l a t i o n -  
e h i p s  w i t h  t h e  p u b l i c  and o t h e r  C i t y  employees ,  
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- STEl$OGRAPEER CLERK II 

DEFINITION: 

Under  s u p e r v i s i o n ,  t o  t a k e  and t r a n s c r i b e  d i c t a t i o n ;  t o  do  
g e n e r a l  t y p i n g  and c l e r i c a l  work of a v e r a g e  d i f f i c u l t y !  and t o  
d o  r e l a t e d  work as r e q u i r e d .  

___--- DISTINGUISHlNG CHARACTERISTICS: 

F o s i t i o n s  i n  t h i s  c l a s s  5 a y  be d i s t i n g u i s h e d  f rom t h o s e  i n  
t h e  n e x t  i o w e r  c l a s s ,  S t e n o g r a p h e r  C l e r k  I, i n  t h a t  t h e  v a r i e t y  
of work per formed i s  g r e a t e r ,  p u b l i c  and i n t e r - a g e n c y  c o n t a c t  
may b e  f r e q u e n t  a n d  r e q u i r e  t h e  a n s w e r i n g  of r o u t i n e  q u e s t i o n s  
a n d  t h e  maki-g o f  s t a t e m e n t s  r e g a r d i n g  d e p a r t m e n t a l  p o l i c y .  
There  i s  a l s o  sane u s e  o f  i n d e p e n d e n t  judgment and d i s c r e t i o n  i n  
t h e  per€oru!ance o f  t h e  work which is se ldom r e q u i r e d  of p o s i t i o n s  
i n  t h e  l o w e r  c l a s s .  

F o s i t i o n s  i n  t h i s  c l a s s  d i f f e r  f r o m  t h e  n e x t  h i g h e r  c l a s s ,  
S t e n o g r a p h e r  C l e r k  111, i n  t h a t  t h e  l e v e l  of  d i f f i c u l t y  and 
c o m p l e x i l y  r , f  t h e  work pe r fo rmed  by t h e  S t e n o g r a p h e r  C l e r k  11 i s  
n o t  as g r e a t .  The u s e  of i n d e p e n d e n t  judgment and i n t e r p r e t a t i v e  
a b i l i t y  i s  c o n f i n e d  w i t h i n  a p r e v i o u s l y  e s t a b l i s h e d  frame work. 

TYPICAL 3UYIJS:  
_----I 

Takes a n d  t r a n s c r i b e s  d i c t a t i o n  o f  c o r r e s p o n a e n c e ,  memorand.5, 
r e p o r t s  end o t h e r  m z t e r i a l ;  t y p e s  f ro? . ]  r o u g h  d r a f t  copy o r  
d i c t a t i n g  mechine r e c o r d s ,  r e p o r t s ,  l e t t e r s ,  p a y r o l l s ,  b i l l s ,  
v o u c h e r s ,  w s r r s n t s ,  a n l  r e q u i s i t i o n s  i n v o i v i n g  t h e  use of some 
indepenc i rn t  judgment;  composes and t y p e s  r o u t i n e  l e t t e r s ;  checks  
and r e v i e w s  a v a r i e t y  of d a t s  f o r  c o m p l e t i o n  6nd conformance  w i t h  
e s t a b l i s h e d  r e g u l a t i o n s  a n d  p r o c e d u r e s ;  g r e e t s  c a l l e r s ,  answers  
t s i e p h o n e s ,  g i v e s  i n f o r m a t j o L ,  makes a p p o i n t m e n t s  f o r  S t a f f ;  
a n s w e r s  i n q u i r i e s  a t c u t  a e p a r t n s n t a l  s t a n d a r d s  and p r o c e d u r e s ;  
c o l l e c t s  and accounts €or funds ;  posts and makes entries in 
a c c o u n t  b o o k s  c r  o t h e r  r e c c r a s ;  ma in t a in s  n z i l i n g  l i s t s ,  f i l e s ,  
e n d  c a r d  i n a e x t s ;  k e e p s  t i&€  r e p o r t s  and p r e p a r e s  p a y r o l l s ;  
o p e r a t e s  v a i e d  o f f i c e  equ ipmen t .  

- DESIiiABLE QUALIFlCATION~: 

E d u c a t i o n  and E x p e r i e n c e :  E q u i v a i e n t  t o  g r a d u a t i o n  f r o m  
h i g h  s c h o o l  a d  one y e a r  of e x p e r i e n c e  i n  s t e n o g r a p h y ,  t y p i n g  and 
g e n e r a l  c l e r i c a l  work. 

K n o w l e d u n d  A b i l i t i e s :  Knowledge of b a s i c  e l e m e n t s  of  
good E n g l i s h  u s a g s ,  s p e i l i n g  and a r i t h m e t i c ;  
Knowledge o f  modern o f f i c e  methods and equ ipmen t ;  
A b i l i t y  t o  p e r f o r m  r o u t i n e  c l e r i c a l  work i n c l u d i n g  t h e  a b i l i t y  
t o  s p e l l  c o r r e c t l y ,  u s e  good E n g l i s h ,  and make a r i t h m e t i c a l  
c ompu t a  ti ons  : 



S t E n o g r a p h e r  C l e r k  I1 -- 2 

A b i l i t y  t o  f o l l o w  o r a l  and w r i t t . e n  d i r e c t i o n s ;  
A b i l i t y  t o  work c o o p e r a t i v e l y  w i t h  o t h e r s ;  
A b i l i t y  t o  a n a l y z e  s i t u a t i o n s  a c c u r a t e l y  a.nd a d o p t  an e f f e c t i v e  
c o u r s e  of a c t i o n ;  
A b i l i t y  t o  pe r fo rn :  a s s i g n e d  d u t i e s  w i t h o u t  c l o s e  s u p e r v i s i o n ;  
A b i l i t y  t o  t a k e  d i c t a t i o n  a t  a r a t e  of  n o t  less t h a n  100 words 
a r , i n u t e  and t r a n s c r i b e  i t  a c c u r a t e l y ;  
A b i l i t y  t o  t y p e  a t  a s p e e d  cf n o t  less t h a n  45 words a minu te  
f r o m  c l e a r ,  i e g i b l e  copy;  
Ahili ty  t c  t j F 9 - s  z c c u r a t e l y  from d i c t a t i n g  machine r e c o r d s .  
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E L E C m F t I C  -_ MZTER R E P A I R M A N  - INSPEC,rOR -- 
D E F I N I T I O N :  

Under g e n e r a l  s u p e r v i s i o n ,  t o  p e r f o r m  s k i l l e d  work i n  t h e  
m a i n t e n a n c e  and r e p a i r  of e l e c t r i c  m e t e r s ;  t o  i n s p e c t  new and 
o l d  s e r v i c e  c o n n e c t i o n s  for l o c a t i o n ,  w i r e  s i z e ,  and v o l t a g e  
and amperage c a p a c i t y  of s w i t c h e s ;  t o  p e r f o r m  w i r i n g  of  munici-  
p a l  b u i l d i n g s ;  and t o  do  r e l a t e d  work as r eq -a i r ed .  

- T Y P I C A L  DUTIES: 

F e r f o r m s  shop  and f i e l d  t e s t s  on e i e c t r i c  m e t e r s ;  r e p a i r s  
e n d  r e b u i l d s  m e t e r s  as n e c e s s a r y ;  i n s t a l l s  and mounts e l e c t r i c  
D e i e r s  and c u r r e n t  and p o t e n t 5 a l  c o i l s  i n c l u d i n g  t h e  w i r i n g  of 
t h E s e  u n i t s ;  p e r f o r m s  r o u t i n e  f i e l d  checks  of m e t e r s ,  c h e c k i n g  
o p e r a t i o n  an6 s e t t i n g  t i m i n g  when n e c e s s a r y  t o  i n s u r e  p r o p e r  
o p e r a t i o n ;  d e t e r m i n e s  t y p e s  of m e t e r s  and n e c e s s a r y  r e l a t e d  
m a t e r i a l  f o r  t h e  i n s t a l l a t i o n  of  a m e t e r i n g  s e r v i c e ;  i n v e s t i g a t e s  
cus tomer  c o ~ p l  z i n t s  and c o r r e c t s  s i t u a t i o n  when n e c e s s a r y ;  
i n s p e c t s  new c o n s t r u c t i o n  f o r  con fo r~ i l ance  t o  e l e c t r i c  c o d e s ;  
per forms  w i r j n g  o f  e l e c t r i c  i n s t a l l a t i o n s  on m u n i c i p a l  b u i l d i n g s .  

D ES I R A SL E QUA L I  FI C A T  I ONS : - 
E d u c a t i o n  m d  E x p e r i e n c e :  E i t h e r  (1) e d u c a t i o n  e q u i v a l e n t  

t o  t x a t  r e p r e s e n t e d  by c o m p l e t i o n  of t h e  t w e l f t h  g r a d e  and a t t a i n -  
ment o f  journeyman Lineman s t a t u s  t h r o u g h  f u l l  h e l p e r  and appr.en- 
t j C e  t r a i n i n g  (UEUallY 30 months of e x p e r i e n c e ) ,  OT ( 2 )  some 
e q r i v a l e n t  c c m b i n a t i o n  of e d u c a t i o n  and s imilar  e x p e r i e n c e .  

--- Knowledges and A b i l i t i e s :  Thorough knowledge of v a r i o u s  
e l e c t r i c  m e t e r s ,  t h e i r  o p e r a t i o n  6nd t h e  n e t h o d s  and equipment  
u sed  i n  t h e i r  t e s t i n g  and r e p a i r ;  
work ing  k n o w l  e a g e  of t h e  p r i n c i p i e s  of e l e c t r i c a l  t h e o r y  as 
a p p l i e d  t o  c i r c u i t s  and w i r i n g  s y s t e m s ;  
Working knowledee  of a p p l i c a b l e  e l e c t r i c a l  c o d e s ;  
Knowledge of t h 6  necessary  p r e c e u t i o n s  t o  be taken  i n  working 
w i t h  h i g h  v o l t a c e  l i n e s ;  
A b i l i t y  t o  k e e p  r e c o r d s ;  
A b i l i t y  t o  f o l l o w  o r a l  and w r i t t e n  d i r e c t i o n s ;  
A b i l i t y  t o  d e a l  t a c t f u l l y  and c o u r t e o u s l y  w i t h  t h e  g e n e r a l  
p u b l i c .  
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ENGINEERING AIDE I -----___ 

DEFIIKITIOH; - 
Under c l o s e  s u p e r v i s i o n ,  t o  do  r o d d i n g  and c h a i n i n g  on a 

s u r v e y  p a r t y  m d  a v a r i e t y  o f  a d d i t i o n a l  s u b p r o f e s s i o n a l  
e n g i n e e r i n g  work; and t o  d o  r e l a t e d  work as r e q u i r e d .  

_ _ _ _  D!STIWGUISHII?G __ CHARACTERISTICS: 

The work of  p o s i t i o n s  i n  t h i s  c l a s s  i s  n o r m a l l y  e s s i g n e d  
i n  d e t a i l  a n d  i s  rev iewed o r  checked i n  d e t a i l  upon c o m p l e t i o n .  
Employees a r e  expec ted  t o  r a i s e  q u e s t i o n s  o r  a s k  f o r  h e l p  as 
ntii or u n u s u a l  ~ i - o k ; e i ~ s  a r i s s .  I ccumben t s  i n  t h i s  c l a s s  p e r f o r m  
W G r k  of a d f g r f - e  o f  s k i l l  and judgment below t h e  n e x t  h i g h e r  
c l e s s  of E n g i n e e r i n g  Aide 11. 

- .CYPICAL D U T E :  

Larks as  rodclari  o r  c h a i n n a n  on l a n d  and c o n s t r u c t i o n  s u r -  
v e y i n g ;  d o e s  s i m p l e  l e v e l  work; g a t h e r s  f i e l d  s amples  of con- 
s . c r u c t i o n  m a t e r i a l s  f o r  t e s t i n g ;  makes s i m p l e  a r i t h m e t i c a l  
c ~ i  c u l a t i o n s  i n c l u d i n g  r e c o r d i n g  d a t a  and o c c a s i o n a l l y  c h e c k i n g  
a n d  plot tin^ s i n p l e  l e v e l ,  c r o s s  s e c t i o n  and s t a d i a  n o t e s ;  may 
make s i m p l e  c c n s t r u c t i o n  d r a w i n g s  o r  t r a c i n g s ;  may o p e r a t e  
b l u e p r i n t  machine and d e v e l o p  p r i n t s ;  may t a k e  t r a f f i c  c o u n t s  
a n d  E s s i s t  i n  t r a € f i c  s u r v e y €  2nd r e l a t e d  p r o j e c t s .  

- 3 E S i R A 3 L E  QUALiFICATIOHS: _I- 

E d u c a t i o n  and ~ ~ E x p e r i e n c e :  -_ E q u i v a l e n t  t o  g r a d u a t i o n  f r o m  
h i g h  s c h o o l ,  i n c l x d i n g  o r  s u p o l s m e n t e d  by s t a n d a r d  c o u r s e s  i n  . .~ 
a l g e b r h ,  geoIze t ry ,  End mechan ica l  d rawing .  

-- X n o w l e d p t s .  End A b i l i t i e s :  Gene ra l  knowledge of  t h e  p r i n c i -  
p i e s  of a lgeh r ; i ,  & e c n e t r y ,  and E e c h a n i c a l  d rawin&. ;  
A b j l i t y  t o  d o  F u b p r c f e e E i o n a I  o f f i c e  a2C f i e l d  e n g i n e e r i n g  w o r k ;  
A b i l i t y  t o  f o l l o w  o r a l  and w r i t t e n  d i r e c t i o n s ;  
A b i l i t y  t o  g e t  a i o n g  w e l l  w i t h  o t h e r s .  



C i t y  o f  Lodi  March 1963 

- DEFIRITION: 

Under s u p e r v i s i o n ,  t o  per fc r r r .  s u b p r o f e s s i o n a l  e n g i n e e r i n g  
o f f i c e  and f i e l d  work;  t o  a c t  as i n s t r u m e n t  man and w o r k i n g  
c h i e f  of  a s m a l l  s u r v e y  p a r t y ;  t o  pe r fo rm s i m p l e  t y p e s  of con- 
s t r u c t i o n  i n s p e c t i o n :  t o  do  s e c i - s k i l l e d  t o  s k i l l e d  d r a f t i n g  
work; t o  d o  s u b p r o f e s s i o n a l  e n g i n e e r i n g  o f f i c e  work: and t o  do  
r e l a t e d  work as  r e q u i r e d .  

- D 1 STi P J G U i  S 21 !?G CHARAC _. TER I S  T I  C S : 

Z a p l c y e e s  i n  t h i s  c l a s s  n o r m a l l y  p e r f  orm s u b p r o f e s s i o n a l  
e n g i n e e r i n g  w o r k  i n  t h e  o f f i c e  o r  i n  t h e  f i e l d .  I n  t h e  o f f i c e ,  
a3 fmpioyee i n  t h i s  c l a s s  p e r f o r m s  r e s p o n s i b l e  t e c h n i c a l  com- 
p a t i n g  and  a r a f t i n g  o p e r a t i o n s .  The d r a f t i n g  work can  b e  semi- 
s k i l l e d  o r  s k i l i e & ,  r e q u i r i r . g  i n 6 e p e n d e n t  judgment of t h e  
i n c u z h e n t .  I n  t h e  f i e l d ,  a n  empioyee i n  t h i s  c l a s s  a c t s  as t h e  
I n s t r u n l e n t  ne; a d  work ing  c h i e f  of a smal l  s u r v e y  p a r t y .  
l ncumben t s  irs t h i s  c l a s s  p e r f o r o :  work of a ciegree of s k i l l  and 
j.j&gment w e i i  above t h e  n e x t  lower c l a s s  of E n g i n e e r i n g  Aide  I ,  
b u t  below t h e  i e v e l  of  s k i i l  and Judgment r e q u i r e d  o f  t h e  n e x t  
h' i g h e r  c l a s s  o f  E n g i n e e r i n g  A s s i s t a n t .  

TYPICAL DUTIES: ----- 
C'perates  t r a n s i t s  and l e v e i s  i n  t h e  c o n d u c t  of a v a r i e t y  of 

p r e l i m i n a r y  2 c t c s t i o n ,  c o n s t r u c t i  oii,  p r o p e r t y ,  and o t h e r  s u r v e y  
wcrk ;  d e t e r m i n e s  l i n e s ,  a n g i e s ,  d i s t a n c e s ,  e i e v a t i o n s ,  and keeps  
f ' i e l d  n o t e s  of r e a d i n g s  and o l s ~ r v a t i o n s ;  may work i n d e p e n d e n t l y  
w i t h  roZman and cha inc lan  i n  t h e  o b s e r v a t i o n ,  comput ing  and 
r e c o r d i n g  of f i e l d  d a t a ;  c l e a n s  End a d j u s t s  s u r v e y  i n s t r u m e n t s ;  
makes f i e 1 6  c o u n t s  i n  t r a f f i c  s u r v e y s ;  m a i n t a i n s  r e c o r d s  of 
amounts o f  a a t e r i s l  and equipment  used  on e n g i n e e r i n g  cons t ruc t io i .  
F r o  j e c t s ;  ucces c r a f t i n g  I n s t r u n e n t s  and  o t h e r  e n g i n e e r i n g  a i d s  
i n  t h e  o f f i c e  t o  p e r f o r m  t h e  c o n p u t i n g  and d r a f t i n &  o p e r a t i o n  
j r ;va lved  i n  c h f . c k i n g  and r e d u c i n g  € i f l d  2nd s u r v e y  n o t e s ,  d r a f t -  
i h g  n a p s ,  d ra .wings ,  t r a c i n g s ,  and p r o f i i e s  f r o m  o f f i c e  d a t a ;  
c a1 c u l  at e s  E i s  t a n  c e s  , t i e s  , a n g l e s  , a r  e a s  , s t a t i o n s  , t r a v e r s e s ,  
e n c i o s u r e s ;  computes  g r a d e s  en& p r o f i l e s ;  a c t s  as d a t a  c o l l e c t o r  
f o r  e n g i n e e r i n g  p r o j e c t s ;  o p e r a t e s  a v a r i e t y  of o f f i c e  machines  
t o  c a l c u l a t e  e n g i n e e r i n g  q u a n t i t i e s .  

D CS I F. ABL E QU BL I F I CAT I ON S : 

E d u c a t i o n a n d  E x p e r i e n c e :  i i q a i v a i e n t  t o  g r a d u a t i o n  f rom 
h i g h  s c h o o l  i n c l u d i n g  o r  supp lemen ted  by s t a n d a r d  c o u r s e s  i n  
a i g e b r a ,  g e c m e t r y ,  m e c h a n i c a l  a r a w i n g ,  and one y e a r  of  sub-  
p r o f s s s i o n a i  e n g i n e e r i n g  e x p e r i e n c e  a t  a l e v e l  e q u i v a l e n t  t o  
E n g i n e e r i n g  Aide  I i n  t h e  C i t y  of L o d i .  ( C o l l e g e  e d u c a t i o n  w i t h  
s F e c i a l i z a t i  on i n  e n g i n e e r i n g ,  i n c l u d i n g  c o u r s e s  i n  m a t h e m a t i c s ,  
e n g i n e e r i n g  d r a w i n g ,  and s u r v e y i n g  may be s u b s t i t u t e d  f o r  t h e  
r e q u i r e d  e x p e r i e n c e  on a y e a r- f o r- y e a r  b a s i s . )  



ENCJNEERING AIDE I1 -- 2 

-- Knowi edpes  and bbilit.? ‘dcrk ing  knowledge of  t h e  elemen- 
t a r y  p r i n c i p l e s  o f  a i g e b r a ,  geomet ry ,  and t r i g o n o m e t r y ;  
Know1 edge  of drafting methods and equipment ;  
A b i l i t y  t o  d o  d r a f t i n g  sqd  r o u t i n e ,  s u b p r o f e s s i o n a l  office and 
f i e l d  e n g i n e e r i n g  work; 
A b i $ i t y  t o  follow oral a.nd w r i t t e n  d i - e c t i o n s :  
A b i l i t y  t o  set s i c i - ~ g  w e l l  w i t h  others. 
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C i t y  of Lod i  March  1963 

G Z i E R A L  FOREI*lAR, U T I L I  TIES - -- - 
D EF I N I T I OIl : ---.- 

Z n d e r  d i r e c t i o n ,  t o  h a v e  r e s p o n s i b i l i t y  f o r  a l l  C i t y  
e l e c t r i c a l  c r e w s  e n g a g e d  i n  a v a r i e t y  o f  l i n e  a n d  u n d e r g r o u n d  
c o n s t r u c t i o n ,  c a i n t e n a n c e  and r e p a i r  w o r k ;  a n d  t o  d o  r e l a t e 6  
work as r e q u i r e d .  

T Y Y I C A L  DUTIES: _-__ 
A s s i g n s  work o r d e r s  t o  L i n e  F o r e n e n ,  Reavy ,  a n d  L i n e  

F c r e m e n ,  L i g h t ,  for p a r t i c u l e r  t z s k s  s u c h  as s e t t i n g  and 
r t n o v i n g  p o l e s ;  s t r i n g i n g  an6 r e L o v i n g  w i r e s ;  h a n g i n g  t r ans -  
f c r n j e r s ,  i n s t s l l i n g  u n d e r g r o u n d  c o n d u i t s  and m a n h o l e s  f o r  p o w e r ,  
s t r e e t  l i g h t s ,  a d  t r a f f i c  s i g n a l s ;  a s s i g n s  men t o  c r e w s ;  c h e c k s  
q E a n t i t y  a n d  q i l a l i t y  o f  t h e  w o r k  p ~ r f o r m e d  and  s ees  t h a t  i t  i s  
& o n e  a c c o r d i n g  t o  p l m s  and s p e c i f i c a t i o n s ;  o b s e r v e s  t h a t  sub-  
o r r i j r : a t e s  o b s e r v e  p r o p e r  saf e t y  p r e c s u t i o n s ;  c o o r d i n a t e s  materi-  
e l s  end p e r s o n n e l  for new work  p r o : E c t s ;  i s  r e s p o n s i b l e  f o r  
~ ~ z i n t e n s r ~ c e  of pumps &rid s u b - s t a t i o n ;  t s s i s t s  i n  g a t h e r i n g  
i . c E o r n a t i o n  f o r  bu6,get F w p o s e s ;  k e e p s  d e t a i l e d  i n v e n t o r y  o f  
m e t . e r i a l s  on h a n d ;  ? ; a n d l e e  d i f f i c u l t  p u b l i c  r e l a t i o n s  ma t t e r s  
s u c h  as c o m p i a i n t s .  

DLSJXA33LE QUALIFICATIOWS: __ __-- 
- 
_I_ i ~ r 6 u c a t i o n  and ~ L x u e r i s n c i :  Z q u i v a i e n t  t o  g r a d u a t i o n  f r o m  

h i p h  s c h o o l  znd f i v e  y e a r s  oi' E s v e r i e n c e  as a j o u r n e y m a n  l i n e m a n  
en< a b o v e ,  a t  j e z s t  o n e  y e z r  of w h i c h  z .us t  h s v e  b e e n  a t  a l e v e l  
~ q i l i v a l e n t  w i t h  L. ine  F o r e m a n ,  X i a v r ,  in t h e  C i t y  o f  L o d i .  

KI~OWI e a p e s - i l g  ~ & > i l i t i e e :  T h o r o u g h  k n o w l e d g e  of t h e  con-  
s t r u c t i o n  and  n s i n t e n e n c e  o f  h i g h  End 1 . 0 ~  v o l t a p e  l i n e s ,  t o o l s  - - 
a n 6  m a t e r i a l s  commcr;iy used. in l i n e  w o r k ;  
T h o r o u g h  k n o w l e d g e  of t h e  p r i n c i p l e s  cf  e l e c t r i c a l  t h e o r y  a n d  
their b r o a d  L p p l i c a t i o n ;  
T h c r o u g h  k n o w l c c p e  i.f t h e  p e r t i n e n t  laws, c o d e s ,  a n d  s a f e t y  
r u i e s  c o v e r i n g  e l e c t r i c a i  c o n s t r u c t i o n  work;  
i ' ho rocgh  k n o w i s a g e  o f  t h e  i n s t a l l a t i o n  of e l e c t r i c  m e t e r s ;  
k b i l i t y  t o  p l a n ,  o r g a n i z e  and s u p e r v i s e  t h e  d a y- t o- d a y  f i e l d  
a c t i v i t i e s  o f  l i n e  c r e w s ;  
A b i l i t y  t o  h s s i s t  i n  d e t e r n i n i n g  t h e  e l e c t r i c a l  n e e d s  of  t h e  
C i i y  snd i n  p l a n n i n g  n a j o r  e l e c t r i c a l  i n s t a l l a t i o n s ;  
A b i l i t y  t o  m s i n t . a i n  w o r k  and o p e r a t i o n a l  r e c o r d s  and t o  p r e p a r e  
t e c h n i c a l  r e p o r t s ;  
A b j l i t g  t o  e s t a b l i s h  c o o p e r e t i v e  working r e l a t i o n s h i p s  w i t h  
emp loyees ,  c o n t r a c t o r s ,  a n d  t h e  g e n e r a l  p u b l i c .  



City of  L o d i  March 1965 

L I N E  F~WA€~.,.~IJE&V.l 

D E F I N I T I O X :  

U n d e r  d i r s c t i o r : ,  t o  s u p e r v i s e  a l i n e  c r ew i n  t h e  more 
d i f f i c u l t  c o n s t r u c t i o n  a n d  m a i n t e n a n c e  of o v e r h e a d  t r a n s m i s s i o n  
end  d i s t r i b u t i o n  l i n e s ;  a n d  t o  d o  r e l a t e d  work  as r e q u i r e d .  

.. T Y.F 1. C,& 3 U 7’1 GS : 

3 i r e c t s  and  p a ~ t i c i p s t e s  i n  t h e  n o r e  d i f f i c u l t  work o f  B 
l i - . e  c r e w  i n  t h e  c o n s t r . d c t i o n  of p o l e  l i n e s ;  r e m o v a l  of p o l e s  
ar,.? l i g h t  s t a n d a r c . e  1 s t r i n g i n g  of  0ve rhea .d  w i r e s  a n d  c a b l . e s ;  
c h a n g i n g  c i r c u i t s  zrjS t r s n e f e r r i l i g  s e r v i c e s ;  i n s t a l l i n g  t r a n s -  
f o r r A e r  z n d  c i r c u i t  r e p u ? a t c x - s  o r  c o n t r o l  d e v i c e s ,  p o l e s ,  c r o s s -  
a r r , s  enu r e l a t e d  t q u i p ~ ~ e n t ;  p l a n s  end  s u p e r v i s e s  t h e  t r a i n i n g  
of h p p r e n t i c e  l i ~ e m t n  and  g roundmen  t o  i n s u r e  t h a t  a l l  work i s  
l c n e  j n  a s a f e  z h n n e r  a d  i n  a c c o r d s n c e  w i t h  s a f e t y  o r d e r s ;  
o b e ~ r v ~ s  lints t h r o u g h o u t  t h e  C i t y  for u n s a f e  c o n d i t i o c s ,  
? e . ~ ~ ~ r t i r i g  t o  t h e  G e n e r a l  F c r e m a n  t o  I I E V ~  E p p r o p r i a t e  s t e p s  t a k e n  
f c r  n e c e s z a r y  c o r r e c t i o n s ;  and  s u p e r v i s ~ s  a l i n e  c rew d o i n g  l a r g e  
e n d  h ~ a v y  i n s t a l i a t l c n  c r  r e n o v a i  of  e l e c t r i c  l i n e s  r e q u i r i n g  
si:: o r  more  me^: i n  t h e  c r e w  w i t h  r e l a t e d  h e a v y  e q u i p x e n t .  

3LS! F.1.9LE QUALIT1 C A T 1  ONS: 
-I--- 

- E d u c a t i o n  an6 X x p e r i e n c e :  X q u i v a i e n t  t o  g r a 2 u a t i o n  I r o n  
h i p h  s c h o o l  and f i v e  years cf experience as  a j o u r n e y m a n  l i n e -  
mail &nd a b o v e ,  a t  i e s s t  o n e  > e a r  o f  w h i c h  must h a v e  b e e n  at a 
l e v e l  e q u i v a l e n t  w i t h  L i n e  ForernarL, Ligh‘”, i n  t h e  C i t y  of L o d i .  

Jir!owled,?es ang-4bilities: Thorough  k n o w l e d g e  of t h e  COG- 
s t r u c T i o n  a n d  m a i n t e n a n c e  o f  h i g h  and l o w  v o l t a g e  l i n e s ,  t o o l s  
and m a t c y i a l s  commonSy u s e d  i n  l i n e  w o r k ;  
T h r r o u g h  k n o w l e d g e  of t h e  > r e c a u t i o n s  n e c e s s a r y  i n  w o r k i n g  on 
hii.:h vol t a p e  e l e c t r i c  l i n e s ;  
h l a e  k n o w l e d g e  cf t h e  p e r t i n e n t  Irws, c o d e s  end  s a f e t y  o r a e r s  
C c v c r i n g  e l e c t r i  c a i  c o n s t r u c t i o n  w o r k ;  
. ; ~ o r : r i n g  k n o w l e a g e  of e l e c t r i c a l  t h e o r y  and p e n e r a l  p r i n c i p l e s  
of F u b l i c  w o r k s  c o n s t r u c t i o n ;  
A b i l i t y  t o  o r g a n i z e ,  and s u p e r v i s e  t h e  work  of o t h e r s ,  and  t o  
6 e v e 1  op  t r a i n i n g  programs; 
A b i l i t y  t.0 meet t . he  p u b l i c  a n d  t o  e s t a b l i s h  c o o p e r a t i v e  w o r k i n g  
r e l s t i  o n s h i p s ;  
k b i l i t y  t o  k e e p  s i n p l e  t i a e  a n d  m a t e r i a l  r e c o r d s .  

. ? .  . 
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Ci ty  of  L o d i  %arch 1963 

_I_ L I N E  FORENAE .L LIGHT 

_- D E F I N I  TI OIJ 2 

U n d e r  d i r e c t i o r , ,  t o  s u p e r v i s e  a l i n e  c r e w  i n  t h e  con-  
s t r u c t i o n  end  m a i n t e n a n c e  of  o v e r h e a d  t r a n s m i s s i o n  a n d  d i s t r i -  
b u t i o n  l i n e s ;  and t o  d o  r e l a t e d  work as r e q u i r e d .  

T Y P I C A L  3 U T I C S :  --- ~ 

D i r e c t s  and  p a r t i c i p a t e s  i n  t h e  c o n s t r u c t i o n  and  m a i n t e -  A'anCE 
cf o v e r h e a d  d i s t r i b u t i o n  l i n e s ,  s u c h  a s  o n e  o r  two p o l e  l i n e  
e x t e n s i o n s ;  i n s t a l i s  end  r e m o v e s  s i n g i e  t r a n s f o r m e r s  and  t h e i r  
r e l a t e d .  e q u i p r e n t ;  i n s t a l l s ,  m a i n t a i n s  End. r e n o v e s  e l e c t r i c a l  
u r J a e r g r c , u n d s  f o r  a l i  v o l t a g e s  t o  i n c l u 6 e  p o t h e a d s  a n d  s p l i c e s  
f o r  s u b s t z t i o n  anci o v e r h e a d  l i n e  c o n s t r u c t i o n  and B a i n t e n a n c e ;  
Coes  a l l  n e c e s s a r y  s u b s t a t i o n  c o n s t r u c t i o n  a d  m a i n t e n a n c e  w i t h i n  
t h e  e l e c t r i c  u t i i i t i e s  s y s t e m ;  i n s t a l l s  and  r n a i n t a i n s  s t r e e t  
l i r h t  & y e t e m s  and t ) i e i r  r e l a t e d  e q u i p m e n t ,  t r a f f i c  s i g n a l  s y s t e m s ,  
m d  puap  s w i t c h g ~ h r ;  s u p e r v i s e s  s p l j c i n g  o f  15 k v  c a b l e ;  and 
p t r f o r n s  any  o t h e r  s m a l l  > c b s  r e q u i r j n g  u p  t o  a f i v e- m a n  c r e w .  

--- DISIRABLE Q U A L I K C A T E :  

-- "ducatlonhnZir.periencer E q u i v a l e n t  t o  g r a d u a t i o n  from 
h i g h  s c h o o l  and  f o u r  y e a r s  of s x p e r i c n c e  a s  a j o u r n e y m a n  l i n e m a n .  

Xi icwledpes  and  A b i l i t i  e s :  T h o r c u g h  k n o w l e d g e  of  t h e  con-  
s t ~ u c t i o n  and m a i n t e n a n c e  o f  h i g h  ani: i o w  v o l t a g e  l i n e s ,  t o o l s  
s r ~ c  % , a t e r i a l s  commonly u s e d  i n  l i n e  work ;  
1 .norcugh k n o w l e d g e  of t h e  p r e c a u t i o n s  n t c e s s a r y  i n  w o r k i n g  on 
h i e h  v c l t a g e  e l e c t r i c  l i n e s ;  
W i d e  k n o w l e d g e  o f  t h e  p e r t i n e n t  l a w s ,  c o d e s  and  s a f e t y  o r d e r s  
c c v e r i n g  e l e c t r i c a i  c o n s t r u c t i o n  w o r k ;  
b c : r k i n g  k n o w l e d g e  of  e i  e c t r i c a l  t h e o r y  a n d  g G n e r a l  p r i n c i p l e s  of 
p u b l i c  w o r k s  c o n s t r u c t i o n ;  
A b i l i t y  i o  s u p e r v i s e  t h e  w o r k  of  o t h e r s ;  
A b i l i t y  t o  m e e t  t h e  p u h i i c  end t o  e s t a b l i e h  c o o p e r a t i v e  w o r k i n g  
r e 1  a t i  o n s h i p s ;  
8 1 . j i i i y  t o  k e e p  s i m p i e  t.ime a n d  m a t e r i a l  r e c o r d s .  

n- 

. 
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Under d i r e c t i o r l ,  t o  t a k e  a n d  t r a n s c r i b e  d i c t a t i o n ;  t o  do  
t y p i n g  and c l e r i c a l  w o r k  of a d i f f i c u l t ,  v a r i e d  and s p e c i a l i z e d  
n s t u r e ;  t o  a s s i g n  and check  t h e  work of a small  c l e r i c a l  s t a f f ;  
a n d  t o  do  r e l a t e d  work as r e q u i r e d .  

31 SYi' N G U I  S HING CHARACTERISTICS z -- 
F o s i  t i G n s  i n  t h i s  c i a s s  o r d i n a r i l y  i n v o l v e  s u p e r v i s o r y  

r e s p o n s i b i l i t i e s .  Those  which 60 n o t  may be d i s t i n g u i s h e d  f r o E  
p c s i t i o n s  i n  t h e  n e x t  l o w e r  c i a s s ,  S t e n o g r a p h e r  C l e r k  11, i n  t h a t  
t h e  l e v e l  o f  d i f f i c u l t y  a n d  c o m p l e x i t y  o f  work pe r fo rmed  i s  
greater. P o s i t i o n s  i n  t h i s  c 1 s e s  a l s o  r e q u i r e  f r e q u e n t  u s e  of a 
h ick ,  d e g r e e  of  i n d e p e n d e n t  judgment and  i n t e r p r e t a t i v e  a b i l i t y ,  
h S  c o n t r a s t e d  t o  r e l a t j v e l y  s t r i c t  s d h e r e n c e  t o  r e g u l a r l y  p r e-  
s c r i b e d  p r o c e d u r e s  and methods.  

TYPICAL DUTIES: 

Takes and t r m s c r i b e s  d i c t a t i o n  and  t y p e s  a v a r i e t y  o f  docu-  
ments ,  t e c h n i c a l  and s t a t i s t i c a l  r e p o r t s ,  d a t a  f o r  p u b l i c a t i o n  
s n d  o t . he r  m a t e r i a l  where knowledge of f o r n ; a t  and p r e s e n t a t i o n  i s  
r , t c ~ s s a r y ;  ar,swers c o r r e s p o n d e n c e  i n d e p e n d e n t l y ;  r e v i e w s  and 
checks  documents ,  r e c o r d s  and fo rms  f o r  s o c u r a c y ,  c o m p l e t e n e s s  
and conformance t o  a p p l i c a b l e  r u l e s  e n d  r e g u l a t i o n s ;  p o s t s  a wide 
h s s o r t m e n t  of i n f o r m a t i o n  t o  r e c o r d s  ~ n n f r e  s e l e c t i o n  i s  based  on 
V S E  znd j - i r p o e e  of t h e  r e c o r d s ;  c o l l e c t s  and s e l e c t s  i n f o r m a t i o n  
. a d  compi i e s  d a t a  f r o m  a nuaber  o f  s o u r c e s  € o r  i n c o r p o r a t i o n  i n t o  
s p e c i  a i  end p e r i o d  j c r e p o r t s ;  f i r r angee  commit tee  m e e t i n g s  and 
r e c o r d s  and w r i t e s  m i n u t e s  of m e e t i n g s ;  i n t e r v i e w s  v i s i t o r s ,  and 
g i v e s  o u t  i n f c r n a t i o n  o v e r  t h e  c o u n t e r  o r  t e l e p h o n e  where judg- 
men;, knowledge and S n i , e r p r e t z t i o n  of d e p s r t n e n t a l  p r o c e d u r e s  
End r e p l a t i o n e  are  n ~ c e s s a r y ;  s e t s  u p ,  r e v i s e s  and s u p e r v i s e s  
t h e  oJaintenance of  f i l i n g  s y s t e m s ;  a s s i g n s  and r e v i e w s  t h e  work 
of 2 c i c r i c a l  e t s f f ;  m a i n t a i n s  emooth w o r k  f l o w  and anewere 
p u f z t j o n s  r e q u i r i n g  t h e  i n t e r p r e t a t i o n  of r u i e s  and r e g u l a t i o n s  
i n  p roblem C ~ E E S ;  c o n p o s ~ s  and  t y p e s  l e t t e r e  on v a r i o u s  m a t t e r s .  

-- DESIFlABLE QUALIFICATI01iS: 

- E d u c a t i o n  and E x p e r i e n c e :  E q u i v a l e n t  t o  g r a d u a t i o n  f r o m  
h i g h  s c h o o l  and t h r e e  y e a r s  of i n c r e h s i n g l y  r e s p o n s i b l e  c l e r i c a l  
znd  f t e n o g r a p h j c  e x p e r i e n c e ,  one y e a r  of which s h a l l  h a v e  p r e-  
f e r a b l y  been i n  t h e  p s r t i c u l b r  d e p a r t m e n t  t o  which a s s i g n e d .  

Xnowledges a n d  A b i l i t i e s :  Knowledge of t h e  o p e r a t i o n s ,  - 
u r o c e d u r e s ,  s p e c i f i c  r u i e s  Lnd p r e c e d e r , t s  of t h e  p a r t i c u l a r  .~ 
a e p a r t m e n t  t o  which  a s s i g n e f i ,  t b g e t h e r  w i t h  t h e  a b i l i t y  t o  a p p l y  
them w i t h  good judgment i n  a v a r i e t y  of  c a s e s ;  
Knowledge of modern o f f i c e  methods ,  a p p l i a n c e s  and p r a c t i c e s ;  
knowledge of b u s i n e s s  E n g l i s h ,  i n c l u d i n g  v o c a b u l a r y ,  c o r r e c t  
g rammat i ca l  u s a g e ,  s p e l l i n g ,  and p u n c t u a t i o n ;  
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A b i l i t y  t o  p e r f o r m  d i f f i c u l t  an2 r e s p o n s i b l e  c l e r i c a l  work  w i t h  
s p e e d  a n d  a c c u r a c y ;  
A b i l i t y  t o  a n a l y z e  s i t u a t i o n s  and  make d e c i s i o n s  i n  p r o c e d u r a l  
m a t t e r s  w i t h o u t  i m m e d i a t e  s u p e r v i s i o n ;  
A b i l i t y  t o  t h i n k  and  a c t  q u i c k l y  u n d e r  p r e s s u r e ;  
A b i l . i t y  t o  p r e p a r e  a n 2  m a i n t a i n  a c c u r a t e  a n d  c o n p l e t e  r e c o r d s  a n d  
r e p o r t s ;  
A b i l i t y  t o  meke s r i t h n e t i c a i  c a l c u l a t i o n s  w i t h  s p e e d  a n d  a c c u r a c y ;  
A b i l i t y  t o  work t s c t f u l l y ,  e f i e c t i v e l y ,  a n d  c o u r t e o u s l y  w i t h  
j j e o p i e  c ~ n t a c t e c  i n  t h e  c o u r s e  o f  t h e  w o r k ;  
A b i l i t y  1,o t z k e  d i c t h t i o n  a t  a s p e e d  o f  n o t  iess t h a n  110 words  
a ~ i n u t e  and t r a n s c r i b e  i t  a c c u r a t e l y ;  
A b i l i t y  io t y p e  &t a s y e e d  of  n o t  l e s s  t h e n  50  w o r d s  a m i n u t e  
f r o m  c l e a r ,  l e g i b l e  c o p y .  


